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My Biz provides employees the ability to 
access employment-related information 

 

  My Information - provides view of employment related 
information 

 Update My Information – allows you to update specific 
personal information 

 Employment Verification – allows you to provide 
employment information to financial institutions   
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Click <My Biz> to see the additional links.   
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Click <My Information>. 
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Click <ACCEPT>  

View the privacy Act Statement  

6 



Click <Personnel Actions>  
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Bell, Tinker Fairy 

Click <Salary>.  
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Click <Awards and Bonuses>.  

Click <View/Make Awards Changes>. 
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Click <Awards and Bonuses>.  

Print option. 

Read the tips ! 
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Click on the back button.   
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Click <Appointment>  

Click <+Show/Hide>  
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Click <Performance>  

Click on the <+Show/-Hide>. 
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Click <+Show/-Hide> 

Click <Personal>.  
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Click <Position> 

Click <+Show/-Hide>  
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Click <Benefits>. Click <+Show >. Click <-Hide>. 
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Click <Home>.  
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Click <Update My Information>.  
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Click <ACCEPT>  

View the privacy Act Statement  
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Only current work email address in your Profile !  

Do not enter personal email addresses.  

You can add/update your work and fax numbers.  

You can also add your physical work address.  
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Click <Training>  

Completed Training Courses. 

 Print option  

Please read through the Tips.  Any Training you enter will be listed 

as “self certified” under the Trng Update Source.  
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Please read through the Tips.  

22 



Click <Language>.  

Consent to allowing the DOD to contact you in time of need and sharing of your information.  
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Click <Emergency Contact>  

Print option 

Click <Continue Updating Your Information> to return to all tabs. 

Please read through the Tips.    
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Click <Disability>.  

Click on the magnifying glass  
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Click <Awards and Bonuses>.  Bell, Tinker Fairy 
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Please read through the Tips.  
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Click <Ethnicity and Race>  

Update your ethnicity by selecting <Yes> in the boxes deemed appropriate.  
 

Click <Submit> to update your record.  

Click <Print SF181> to print the official form for your records. 
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Click <Education>.  

You can add additional education by clicking on the add button. Updates are only needed upon obtaining 

additional degree or vocational certificates.   Employees can only edit education records that have been self-

certified. Verified entries can only be updated by the HR office. The HR office my request documentation for 

verification purposes for education entries that you self-certify. 
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Click <Certifications/Licenses>.  

You can add Certifications/Licenses by clicking <add>.  Before adding Certifications/Licenses, be sure 

that the training for this has already been added to the training record.  

You can only delete entries that you have self-certified.  

 

Click <Print Certifications/Licenses Report> to print a copy for your records. 
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Click <Employment Verification>. 
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Select employment verification type to send. 

Enter the sender’s email in the [To]  box. 
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Click <Continue>. 

Please make sure to read the “Note”!  

You are responsible for the password to view the employment verification document. 
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Click <Acknowledge and Submit>. 

Please continue to watch.  Do not attempt to input. 

This is for your viewing pleasure.  
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Click <Yes> to continue. 

Be sure to read the Disclaimer and the Warning. 
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This is the confirmation that emails were sent. 

  

Click <Return To Home>. 
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The email containing the Password to open the attachment will be sent to you.   

 

Again, please note, it is your responsibility to send 

 the Password to the Sender. 
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Double Click the attached PDF Document to open. 
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Enter the password that was provided in the email to open the document. 
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This is the Employment Verification Document 
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Go to http://www.whs.mil/HRD .   

Click Civilian. 

Click My Biz / My Workplace. 

Click Self Service (MyBiz/MyWorkplace) or DCPDS 
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